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GENERAL DESCRIPTION OF THE DUTIES 

The Librarian III performs professional level library and information services for the 

public.  Those working in this position are required to perform the most complex duties 

in Library services to the public.  In addition, the Librarian III is a working supervisor; 

managing staff and work flow and handling administrative duties.   

 

SUPERVISION RECEIVED 

This position receives direct supervision from the Library Director. 

 

SUPERVISION EXERCISED 

This position participates in supervision of professional and paraprofessional staff of a 

lower classification and volunteers and is part of the Library’s Management Team. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

The duties and responsibilities listed should not be construed to be all-inclusive.  The 

specifics of each responsibility are dependent on each Librarian III focus:   reference, 

children’s services, or circulation.  The essential job duties will include other 

responsibilities as assigned and required. 

1. Supervises Library staff, including recommending the hiring of staff; scheduling, 

training, assigning, and reviewing work; evaluating performance.   

2. Participates in the recommendation of and/or taking disciplinary actions and 

responds to and resolves employee complaints under direction of Library Director. 

3. Develops, implements, and evaluates Library programs and processes in a team 

environment. 

4. Recommends and facilitates implementation and maintenance of policies, 

procedures, and services within the Library. 

5. Monitors and maintains Library records. 

6. Exercises independent judgment to plan, organize, and carry out duties of Library 

services to the public. 

7. Interacts with the public to solve customer complaints. 

8. Maintains and oversees purchasing and budget and revenue tracking in assigned 

area. 

9. Acts as a liaison to community agencies, Library consortium members, and civic 

groups. 

10. Conducts reference interviews and directs customers to appropriate internal and 

external sources. 
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11. Instructs patrons in the use of Library materials and technology.   

12. Troubleshoots computer problems and reports issues as required. 

13. Provides information to patrons regarding Library policies, procedures, and 

programs. 

14. Provides outreach to the community; assists in bringing services beyond the Library 

walls. 

15. Promotes library events and services inside and outside the Library. 

16. Performs tasks associated with selecting, ordering, and maintaining Library 

materials in specific collections; keeps appropriate records. 

17. Collects and organizes necessary reports and statistics.  

18. Communicates effectively with Library staff and supervisors, other City employees, 

and members of the public. 

19. Trains staff in areas of expertise related to Library service. 

20. Provides assistance in other Library areas based on workload needs. 

21. Maintains proficiency by attending workshops and conferences, working on City and 

professional committees, professional reading, and meeting with others in areas of 

responsibility. 

22. Performs work in accordance with federal, state, City, and Library employment and 

safety laws, rules, and standards. 

KNOWLEDGE, SKILLS AND ABILITIES 

Knowledge of: 

 Principles and practices of library science and the philosophy of public library 

service specific to assigned area 

 Integrated library systems 

 Principles of customer service 

 Technology in public libraries  

Skills in: 

 Using technology in service to the public 

 Conducting reference interviews to understand customer’s needs 

 Communicating effectively with others from diverse backgrounds 

 Coordinating and managing people and workflow  
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Ability to: 

 Establish and maintain effective working relationships with the general public, 

local officials, and employees 

 Work in a team environment 

 Maintain confidential and sensitive information 

 Exercise independent judgment to plan, organize, and carry out duties 

 Apply rules and regulations 

 Ability to manage effective meetings 

 

EDUCATION AND EXPERIENCE 

Any equivalent combination of education and experience that demonstrates the 

knowledge, skills, and abilities to perform the essential duties and responsibilities of 

Librarian III is qualifying.  A typical way to qualify would be a Master’s Degree in 

Library Science (MLS) and at least two years of professional library work experience. 

 

DESIRABLE EXPERIENCE, TRAINING AND LICENSES 

A Master’s Degree in Library Science (MLS) is preferred.  Fluency in English and 

Spanish is preferred. 

 

PHYSICAL DEMANDS 

While performing the duties of this position, an employee is frequently required to stand, 

sit, communicate, reach and manipulate objects, tools or controls.  The position requires 

mobility and visual acuity.  Duties involve moving materials weighing up to 10 pounds 

on a regular basis such as files, books, office equipment, etc., and infrequently weighing 

up to 25 pounds.  Manual dexterity and coordination are required less than 50% of the 

work period while operating standard library or office equipment.  Qualified individuals 

with a disability and known limitations will be reasonably accommodated to perform the 

essential functions of this position.  

 

WORKING CONDITIONS 

Usual library working conditions as well as occasional visits to off-site settings.  Evening 

and weekend hours are required. 
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